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These notes are offered as guidelines by The Baptist Union Corporation Limited to provide
information for Baptist churches.

These notes can never be a substitute for detailed professional advi ce if there are serious
and specific problems, but we hope you will find them helpful.

If you want to ask questions about the leaflets and one of the Baptist Trust Companies are
your property trustees, you should contact them. They will do their best to help.

If your church property is in the name of private individuals who act as trustees they may
also be able to help.

This guide to charity registration takes you through the process of registering your church with the
Charity Commission using their online application form. You must use the online form to register; the
Charity Commission no longer accepts paper applications

Churches that work with children must have a child protection policy before registering.

Your church only needs to register as a charity if your annual income exceeds £100,000. The Charity
Commission will not accept voluntary applications from churches with incomes below this level.

OVERVIEW OF WHAT YOU WILL NEED TO DO

This leaflet takes you through the steps needed to register your church with the Charity Commission
using their online application system. You will need to be able to access the internet to register. The
steps are:

1. Preparation 1 gathering the necessary data for registration

2. Opening a User Account

3. Entering details about your church |, about what it does, and about the trustees
4. Submitting Documents to the Commission

Churches only need to register their gross annual income exceeds £100,000. Gross income means all
the money the organisation has received in a financial year from all sources, including:

Grants;

Gifts;

Income from sales of goods and services;
Fundraising;

Interest on investments;

= = -4 -4 A -2

Capital that the t rustees can decide to spend as income (this figure is calculated before deduction
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1  Income from any special trusts.

It excludes:

1  The receipt of a loan by the church;

1 Loan repayments to the church;

1  Money received from the sale of investments and fixed assets; and

1  Gains or profits on the sale of investments and fixed assets.

lfyour churchés income was over A100,000 | ast year

of any costs or expenses); and

Act does require you to register, but you can apply to the Charity Commission for a determinat ion that
you need not do so. Their helpline number is 0845 3000218. The Commission has said that it is
sympathetic to receiving such requests. Your request is more likely to be granted if you can show that

your annual income was less than £80,000 in each of the three previous years, and explain why your
income in the previous year was exceptional i usually as a result of receiving a legacy or a large grant.

STEP 117 PREPARATION

In this step you will need:

f
f

The last set of accounts for your church;

You will also need the following information from each charity trus tee:
o Name (first name and surname);
0 Address;
o Date of birth;

0 Any previous name, including any previous married name. If a trustee has more than
one previous name, you will need to know which hame was given at birth.

0 An email address for any trustee whowishes t o be added to t
mailing list for general information updates.

When you collect this information, you should ensure that no individual is disqualified or barred
from being a charity trustee. It will be sufficient to ask each charity trustee to formally confirm
that they are not disqualified. Some people are disqualified by law from acting as charity trustees,
including:

0 Anyone who has been convicted of an offence involving deception or dishonesty, unless
the conviction is spent;

0 Anyone who is an undischarged bankrupt;

0 Anyone who has previously been removed from trusteeship of a charity by the Court or
the Commissioners for misconduct or mismanagement;

0 Anyone who is under a disqualification order under the Company Directors
Disqualification Act 1986;

0 Anyone under 18 years of age.

You are also advised to complete and sign the Trustee Declaration prior to submitting the online
application. This needs to be signed by all charity trustees. You may find it convenient to obtain
the signatures when you are at a regular meeting of the charity trustees. As you will need to
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collect the above data from each trustee, it is worth getting this document signed in advance.

You can download the Trustee Decl wabsitd:i on from t he
http://www.charity-commission.gov.uk/Library/quidance/cc5ctext.pdf
However, you can wait to be sent a pdf document following your submission of the online form.
GUIDANCE ON COMPLETING THE TRUSTEE DECLARATION
All Baptist churches should leave the first box about corporate trustees blank. This is the case even if
the Baptist Union Corporation or another Baptist trust corporation are your property trustees. This
question is about managing or charity trustees, not property trustees.
1. Working with Children: You should tick box C.
2.  Working with Vulnerable Adults: This question is aimed at those charities which provide care
services to vulnerable adults and most churches should leave it blank.
You should insert the total number of charity trustees in the box.
You should make a list of trustees, printing their names and then asking each one to sign their name
next to the printed name.
STEP 2: OPENING A USER ACCOUNT
From the internet go to:
https://www.charitycommission.gov.uk/officeforms/OLARPortal.ofml
This will take you to the screen below:
& Online application for charity registiation - Windows Internet Explorer provided by BUG E‘ﬂg
O—On. ] https://vwv.charitycommission.gov.uk/officcforms/OLARPortal.ofml - 8 4§ Goog P
i Favorites 5/ | Baptist HouseIntranet g BUGB Database £ | BUGB Intranet (5 BUGB Website | BUGB Extranet 2| BUGB Database (Version1) | BUGB Database (Version 2)
88|~ | == Landing page - Re... | @ http:/fwww.charit... |5 Search & Department for C. Landing page - Th... | @& Online applicat.. x - v [0 @ v Psger Safetyv Tooks+ @+
J‘ ORI T |
Online Welcome to Online application for charity registration Logged on as
Application . " e
To become a registered charity an organisation must: jhiggin@baptist.org.uk
%ﬁﬁ . gian\:g;egﬁgely charitable purposes and only carry out activities that meet its charitable
Continue with an = be set up to provide a benefit to the public or a sufficient section of the public. For more
application you information on this see Public Benefit - the Charity Commission's approach.
have started We would advise all trustees to read our guidance The Essential Trustee, what you need to
Amend contacts know:
for application If you need assistance please contact us at Charity Commission Direct. Our opening hours are
Monday to Friday 8am to 6pm except National Holidays.
EFor information about using this service, click here.
Other Services Charity Commission - Online application for charity registration questionnaire
Back to Main
Website
You might like to read more about usin g the online registration service, including details of how to get a
|l arger font size, and how to navigate around the

about wusing this serviceodo |ink.
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http://www.charity-commission.gov.uk/Library/guidance/cc5ctext.pdf
https://www.charitycommission.gov.uk/officeforms/OLARPortal.ofml

To register your church with the Commission, you will need to create a user account. To do this, click
the AENnter this serviced button on the right hand si
time you use this service, you will need to apply for an account by clicking the button in the midd le.

e
‘& Online application for charity registration - Windows Internet Explarer provided by BUG|
’. €| https://www.charitycommission.gov.uk/officeforms/OLARPortal.ofmi70041a6 cc7b09

T:j Favorites {5 £ | Baptist House Intranet @  BUGB Database | BUGB Intranet @ BUGE Website | BUGE Extranet @& | BUGB Database (Version1) @& BUGB Database (Version 2)

= »
Landing page - Re... | @& http://www.charit... &5 Search & Department for C... Landing page - Th... | € Online applicat.., % ﬁ = v [ f v Pagev Safety v Tools~ @'

-

e ey Charity Commission Online Services

Online application for charity registration

ltems marked * must be completed

Please enter your details to log on to the system.

* Your email address

* pPassword

If you do not already have a user account for Online application for charity registration you may open one by clicking

the "Apply for an account” button below.

Please use this button when you have forgotten your password. Please note that by clicking this button and entering
your email address we will issue a completely new password for the email address you give us and your old password

will no longer be wvalid.

This will take you through to a screen which asks for your email address. Enter your email address in
the box provided and click OK. At the end of the application process the Charity Commission will use
this address to acknowledge your application for registration.

A new screen should appear which will confirm that your user account has been successfully created,
and that a password has been sent to the email address you supplied. It may take several minutes for

thistoarrive. Ci cki ng AOKOoO will take you back to the entry sc
When the password arrives, you can again click fenter
on the Log On screen. Enter the email address that you supplied previously, and then the password

that you have been sent. You can copy and paste this
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You will be taken back to the original screen, but you can now see the top right has changed to show
that you are logged in with your email address as the user name.

To move onto Step Two, and start entering details

for
register a new charityo.

/& Online application for charity registration - Windaws Intemet Explorer provided by BUGH
S

m hitps://wwiw.charitycommission.gov.uk/officeforms/ OLARPortal.ofmi0041a6c<7509 -

¢ Favorites 5k @] Baptist HouseIntranet (| BUGE Database g | BUGB Intranet &3 BUGB Website & BUGB Extranet & | BUGE Database (Version1) ] BUGB Database (Version 2)
_ L ®
25|~ | = Landing page - Re.. | @ http://www.charit.. &5 Search @ Departmentfor C.. | Landing page - Th... | & Online applicat.. X | fi ~ B v & d v Pagev Safety~ Tools~ i@
Ll e o
Online Welcome to Online application for charity registration Logged on as
Application

To become a registered charity an organisation must: jhiggin@baptist.org.uk
Apply to register a 22 = have entirely charitable purposes and only carry out activities that meet its charitable
new charity

aims; and
= be set up to provide a benefit to the public or a sufficient section of the public. For more
application you infermation on this see Public Benefit - the Charity Commission's approach.

have started

Continue with an

We would advise all trustees to read our guidance The Essential Trustee, what you need to
know.

Amend contacts
for application If you need assistance please contact us at Charity Commission Direct. Our opening hours are
Monday to Friday 8am to 6pm except National Holidays.

For information about using this service, click here.

Other Services ) - . - . . . . )
Charity Commission - Online application for charity registration questionnaire

Back to Main
Website

The information that you input will be saved as you progress through the screens. You do not have to
complete the whole application in one sitting. Once you have completed the first six screens you will
receive an application reference number. When you have received this number you can save the form

at any time and come back to it another time.  You can also go back and amend your application
before you submit it.
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STEP 3a: ENTERING INITIAL DETAILS FOR YOUR CHURCH
You have now started the process of entering th e data that will be used for registration.

SCREEN ONE: Contact for registration application

i} Favorites {g £ | Baptist House Intranet & | BUGB Database @ | BUGB Intranet @ BUGB Website & BUGE Extranet @ BUGE Database (Version1) g | BUGE Database (Version 2)

‘88 '| Landing page - Re... |§ http:/fwww.charit... |@ Search ‘@Departmentfor T | Landing page - Th... ‘EConta:tfor reg.. X |_‘ - ~ [ = v Page~ Safety~ Tools~ @~ *

be the main contact
for this application

— Click on the = for Add contact for this application @

help. Are you a professional advisor or charity advisor completing this ©ves O No *
application on behalf of a charity?

= Data that will

appear on the public Personal Details
register if the P —
application is Click here if the contact is an organisation m il
registered. Title: Tiie] = *
= Field requires If 'OTHER' please specify title:
data to be entered.
Personal Name(s): *
Family Name: *

Honours and Qualifications:
Contact Details

Preferred Name (will be created from data
above if not entered):

Click here if the contact address is not in the @
UK Or UK address has Mo Post Code:
Post Code: W *
Address Line 1: * k
Address Line 2: *
Address Line 3:
Address Line 4:
Address Line 5:
Telephone Number: *k
Email Address: %k
Mobile Number:
- > o ~

You now need to add the details of the individual who will be the contact for the process of registering
the church with the Charity Commission.

You should enter your title, by clicking on the down arrow and selecting the appropriate title. If the title
is AOthero, enter it in the box bel ow.

Then enter your Personal (Christian) Names(s), and your Family Name (Surname) in the box below.
You can ako enter any Honours or qualifications as they appear after your name, if you wish.

The Preferred Name will be created by taking title, Christian name and Surname. If you wish you may
enter an alternative name here.

To enter the applicatoncont acté@ss adeimt er t he postcode and click on
You should then select the right address from those offered by clicking on it. If the correct address

does not appear, you can type the data into the address fields below. Enter your tele phone number(s)

and your email address.

Click on SAVE to move ontoScreen Two :
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SCREEN TWO: Your organisation

/& Your organisation - Windows

2] https:/fwww.charitycommission.gov.uk/OnlineRegistration/Registration/YourOrganisation/AddOrganisation.aspx v & *3 wallingford herald

¢ Favorites <l | Baptist House Intranet || BUGB Database | BUGB Intranet G BUGB Website || BUGB Extranet | BUGB Database (Version1) | BUGB Database (Version 2)

@ Vour organisation |_| B~ v [ dh v Pagew Safetyv Tools~ @+
h .,I.m. W LT I Online Application for Charity Registration
Using this Registration Save Log off
System Home
What is the Your organisation
organisation you wish
to register? _— .
=y Enter your organisation name and date of governing document @
Organisation Name: *
Date governing document came into effect: [DEY]E [Month] |z| [Year] E
7 ™, AT
‘il niitistey
Done | € Internet | Protected Mede: On 3 v ®10% -

BP0 125

The second screen asks for two pieces of information:

Organisation name: This should be the name that you have entered on the Approved Governing
Document. If this name does not include the geographical location of the church then this should be
added.

Date Governing Document came into effect: For oDate Governing Document
please put the date of the church meeting at which your church adopted the Approved Governing
Document.

Click on SAVE to continue ontoScreen Three.
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SCREEN THREE: Eligibility for Registration

/& Eligibility for registration -

] https./fwww.charitycommission.gov.uk/OnlineRegistration/Registration/ Eligibility/EligibilityForRegistration.aspx v & *3 wallingford herald P

¢ Favorites <l | Baptist House Intranet || BUGB Database | BUGB Intranet G BUGB Website || BUGB Extranet | BUGB Database (Version1) | BUGB Database (Version 2)

‘@ Eligibility for registration |_| B~ v [ @ v Pagew Safetyv Tools~ @v
h .,I.m. W LT I Online Application for Charity Registration
Using this Registration Save Log off
System Home
[P ——— Ar_\y_to_vyn Ba pt|st_Churf:h
attach or send in proof Eligibility for registration
of Income with an " P . .
application. Y Assessing eligibility for registration @
Please confirm your organisation is required to register for the following reasons:
a) it is governed by the laws of England and Wales and @ vyes O No *k
b) it has a gross annual income of more than £5,000 a year @ vyes O No *k

(Proof of income will be required)

c) it was previously excepted or exempt @ ves O No k
I ™ AT
Dene € Internet | Protected Mede: On 3 v ®10% -
— —-

B 0 1257

Churches who are registering should answer the following questions:
1 YES. Baptist churches are governed by the laws of England and Wales.
0 YES. Churches registering now will have incomes over £5,000.

1  YES. Churches with incomes over £100,000 were previously excepted from the requirement to
register, but now need to do so.

If your income is less than £100,000 you are still excepted from the requirement to register with
the Commission. In this case you should enter No to the final question.

Click on SAVE to move ontoScreen Four .
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SCREEN FOUR: Governing Document 1

allingford herald

¢ Favorites i ] Baptist HouseIntranct | BUGE Database (2| BUGE Intranct &3 BUGB Website 2] BUGE Extranct | BUGE Datobase (Version 1) ] BUGE Database (Version 2)

& Governing Document [ ] Ziov B v mh v Pagew Saofetyr Tookw @+
| uj-m. L I P Online Application for Charity Registration
Using this Registration Save Log oft
System Home

Your organisation Anytow.n Baptist Church
must have a Governing Document

Governing Document it N
to register as a charity Your organisation's governing document 0

Please indicate which type of Governing Document your organisation has by clicking on one of the
following:

Memorandum and Articles

Constitution

Trust Deed or Declaration of Trust

will

Act of Parliament or Measure, Deed or Scheme of Union for
excepted charities > £100,000 only

Other (=]

You have selected "Constitution” for your Governing Document. Please note: The
constitution needs to be signed and dated.

Done €& Internet | Protected Mode: On v B10% -
—

Charities can be governed by a range of documents. Most Baptist churches shoul d cl i
and then click on SAVEto move onto Screen Five
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SCREEN FIVE: Approved Governing Document

/& Approved govemi

£ | https//www.charitycommission.gov.uk/OnlineRegistration/Registration/Eligibility/ApprovedGoverningDocument.aspx hd

-" wallingford herald

54 Favorites

‘ /& Approved governing document | |

I 5

{;_‘3 i | Baptist House Intranet | BUGB Database g BUGE Intranet @ BUGB Website 4 | BUGB Extranet 4 | BUGB Database (Version1) g | BUGB Database (Version 2)

v [ @ v Pagew Safety~ Tools~v @~

e e P

Using this

System

Select the body that
issued your approved

governing document

Online Application for Charity Registration

Home

Anytown Baptist Church
Approved governing doecument

Adopting an approved governing document @

Registration Save Log off

Have you adopted an approved governing document? @ ves O No %
What is the name of the body that issued Baptist Unian of Great Britain =] ok
the approved governing document?
Have you changed objects, trustee remuneration, dissolution clause ) yes @ No *
or power of amendment?
/- o, o o

& Internet | Protected Mode: On 3 ov HI100% -

fr 0 &

- B

1259

This screen asks whether you have adopted an Approved Governing Document.

You should simplyonclick the

When you do so, two other menu items appear.

AYESO

bu

You need to select BAPTIST UNIONOF GREAT BRITAINrom the drop down box that appears.

To the queston 6 Have you <changed

objects,

trustee remuner at

amendment ? 48 dy auwun ssatetisihifhty anlikely that you will have amended these clauses.

The relevant clauses are those numbered 2, 20, 28 and 27. If you have altered them you should click

esod
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STEP 3b: ENTERING DETAILS OF YOUR CHURCH
SCREEN SIX: What you need to do now

You should now have been taken to a generic screen which provides you with a reference number for
your application, and outlines the next three steps which will request all of the details that the
Commission needs to register the church. After these three steps, you will have the opportunity to
review and print the data you have entered before submitting it to the Commission electronically.

Click ANexto to move on to submitting details about t

SCREENSEVEN:Your organisasionds name

/& Organisation Names - Windows Internet Explorer provided by BUG

wj £ hitps://www.charitycommission.gov.uk/OnlineRegistration/Registration/YourOrganisation/OrganisationNames.aspx

5l Favorites 9% | Baptist HouseIntranet | BUGB Database | BUGB Intranet & BUGB Website | BUGB Extranct & | BUGB Database (Version 1) | BUGB Database (Version 2)

oo|.
oo

(& Organisation Names x ‘@http:{/wu\mf.chantycnmmlm |@ Search ‘@DepartmentforCu\turaM... |_| - v [ dsh v Page~ Safety~ Tools~ @~ "

J RTRTARRE T N RTA B Online Application for Charity Registration

Using this Your Print Your Whatyou Whois Submit/ Registration Save Log off

System Applications Organisation do involved Check Home

5023708 - Anytown Baptist Church
3¢ Check Your Application Your organisation’s names
= ¥ Your Organisation
./ Contact for Application Does your organisation use another name or acronym? i}
+  Organisation Names Main Name:
3 Public address
X Internet Other Name or Acronym: @ 2ed
3 Finance and funding
¥ Main Bank Details - — -
=X Whatyou do i i
X Objects
M Activities
3 Classification
M Waorking in the UK
= 3 Who is involved
3 Contact for Organisation
M Tustees

X Vulnerable People
M Private Benefit

G Anytown Baptist Church *

The Main Name will have been brought forward from the name submitted at the beginning of the
process. You may also add another name or acronym.

Click fiNext OScteenEight ve ont o
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